
Information held Who is 
collecting 

it?

How is it collected? Why is it collected 
(what are we going to 

do with it?)

Lawful basis 
for processing

Who will it be shared 
with?

How is it stored? When will it be 
deleted?

Column A Column B Column C Column D Column E Column F Column G Column H

Landlord name Staff

In office, over the phone, 
email, self-registration, 
landlord management 
agreement, landlord 

registration forms, website 
form

To use on agency contract Contract fulfilment Staff, local authority & utilities, 
contractors Paper / electronic During and 6 years after 

termination of contract

Add to property management 
software Contract fulfilment Staff, contractors, software 

provider Software system During and 6 years after 
termination of contract

To be able to contact landlord 
e.g. property management Contract fulfilment Staff, contractors, tenants Software system 6 years after the end of the 

tenancy

To use in fulfilling terms of 
agency contract Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 

utilities, contractors

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on tenancy agreement 
and other tenancy related 

documents
Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 
utilities, contractors, deposit 

scheme, relevant person

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on prescribed 
information Legal obligation

Staff, tenants, financial 
guarantors, deposit scheme, 

relevant person
Paper / electronic 6 years after the end of the 

tenancy

To pursue rental arrears Contract fulfilment
Staff, tenants, financial 

guarantors, solicitor, court 
services

Paper / electronic During and 6 years after the 
end of the tenancy

If legal action is needed Legal work Solicitor, court services Paper / electronic 6 years after the end of the 
tenancy

Services Contract fulfilment Council tax & utility providers Paper / electronic 6 years after the end of the 
tenancy

To comply with Cardiff City 
Council notices

Legal obligation, 
contract fulfilment

Cardiff City Council, Rent Smart 
Wales, Shared Regulatory 

Sevices 
Paper / electronic 6 years after the end of the 

tenancy

Requests or Rent Smart Wales 
requirements

Legal obligation, 
contract fulfilment

Cardiff City Council, Rent Smart 
Wales, Shared Regulatory 

Sevices 
Paper / electronic After 6 years 

Data controller: 2let2 Ltd Data Subject: Landlord

Gregg
Typewriter
Please note any phone calls that maybe recorded for training and quality purposes are stored on a software system for no longer than 4 weeks.  



HMRC requirements, money 
laundering checks Legal obligation Staff, HMRC Paper / electronic  5 years after the date of 

transaction

To provide details to contractor Contract fulfilment Staff, contractors Paper / electronic After 12 months 

To offer extra services Consent Staff, HMRC, service provider, 
insurance company, contractotrs Paper / electronic 2 months after services are 

not persued

Safety certificates To complete safety documents Legal obligation Contractors, staff, tenants, local 
authority Paper / electronic After 5 years

Landlord date of birth Staff
In office, over the phone, 
email, self-registration, 

website form
To process application Contract fulfilment Staff, software provider Paper / electronic 2 months after the end of 

agency agreement

Confirm age is over 18 years Contract fulfilment Staff Paper / electronic 30 days

For security and identification Contract fulfilment Staff, software provider Paper / electronic During and 6 years after 
termination of contract

Services Contract fulfilment Council Tax & utility providers Paper / electronic 6 years after tenant leaves

Landlord Address Staff

In office, over the phone, 
email, self-registration, 
landlord management 
agreement, landlord 

registration forms, website 
form

To use on agency contract Contract fulfilment Staff, local authority & utilities, 
contractors Paper / electronic During and 6 years after 

termination of contract

Add to property management 
software Contract fulfilment Staff, contractors, software 

provider Software system Durring and 6 years after 
termination of contract

To be able to contact landlord 
e.g. property management Contract fulfilment Staff, contractors, tenants Software system 6 years after the end of the 

tenancy

To use in fulfilling terms of 
agency contract Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 

utilities, contractors

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on tenancy related 
documents Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 
utilities, contractors, deposit 

scheme, relevant person

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on prescribed 
information Legal obligation

Staff, tenants, financial 
guarantors, deposit scheme, 

relevant person
Paper / electronic 6 years after the end of the 

tenancy

To persue rental arrears Contract fulfilment
Staff, tenants, financial 

guarantors, solicitor, court 
services

Paper / electronic During and 6 years after the 
end of the tenancy



If legal action is needed Legal work Solicitor, court services Paper / electronic 6 years after the end of the 
tenancy

Services Contract fulfilment Council tax & utility providers Paper / electronic 6 years after the end of the 
tenancy

To comply with Cardiff City 
Council notices

Legal obligation, 
Contract fulfilment

Cardiff City Council, Rent Smart 
Wales, shared regulatory sevices Paper / electronic 6 years after the end of the 

tenancy

Requests or Rent Smart Wales 
requirements

Legal obligation, 
Contract fulfilment

Cardiff City Council, Rent Smart 
Wales, shared regulatory sevices Paper / electronic After 6 years 

HMRC requirements, money 
laundering checks Legal obligation Staff, HMRC Paper / electronic  5 years after the date of 

transaction

To provide details to contractor Contract fulfilment Staff, contractors Paper / electronic After 12 months 

To offer extra services Consent Staff, HMRC, service provider, 
insurance company, contractors Paper / electronic 2 months after services are 

not persued

Safety certificates To complete safety documents Legal obligation Contractors, staff, tenants, local 
authority Paper / electronic After 5 years

Landlord telephone Staff

In office, over the phone, 
email, self-registration, 
landlord management 
agreement, landlord 

registration forms, website 
f

To use on agency contract Contract fulfilment Staff, local authority & utilities, 
contractors Paper / electronic During and 6 years after 

termination of contract

Add to property management 
software Contract fulfilment Staff, contractors, software 

provider Software system During and 6 years after 
termination of contract

To be able to contact landlord 
e.g. property management Contract fulfilment Staff, contractors, tenants Software system 6 years after the end of the 

tenancy

To use in fulfilling terms of 
agency contract Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 

utilities, contractors

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on tenancy agreement 
and other tenancy related 

documents
Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 
utilities, contractors, deposit 

scheme, relevant person

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on prescribed 
information Legal obligation

Staff, tenants, financial 
guarantors, deposit scheme, 

relevant person
Paper / electronic 6 years after the end of the 

tenancy



To pursue rental arrears Contract fulfilment
Staff, tenants, financial 

guarantors, solicitor, court 
services

Paper / electronic During and 6 years after the 
end of the tenancy

If legal action is needed Legal work Solicitor, court services Paper / electronic 6 years after the end of the 
tenancy

Services Contract fulfilment Council tax & utility providers Paper / electronic 6 years after the end of the 
tenancy

To comply with Cardiff City 
Council notices

Legal obligation, 
contract fulfilment

Cardiff City Council, Rent Smart 
Wales, shared regulatory sevices Paper / electronic 6 years after the end of the 

tenancy

Requests or Rent Smart Wales 
requirements

Legal obligation, 
contract fulfilment

Cardiff City Council, Rent Smart 
Wales, shared regulatory sevices Paper / electronic After 6 years 

HMRC requirements, money 
laundering checks Legal obligation Staff, HMRC Paper / electronic  5 years after the date of 

transaction

To provide details to contractor Contract fulfilment Staff, contractors Paper / electronic After 12 months 

To offer extra services Consent Staff, HMRC, service provider, 
insurance company, contractors Paper / electronic 2 months after services are 

not persued

Safety certificates To complete safety documents Legal obligation Contractors, staff, tenants, local 
authority Paper / electronic After 5 years

Landlord email 
address Staff

In office, over the phone, 
email, self-registration, 
landlord management 
agreement, landlord 

registration forms, website 
f

To use on agency contract Contract fulfilment Staff, local authority & utilities, 
contractors Paper / electronic During and 6 years after 

termination of contract

Add to property management 
software Contract fulfilment Staff, contractors, software 

provider Software system During and 6 years after 
termination of contract

To be able to contact landlord 
e.g. property management Contract fulfilment Staff, contractors Software system 6 years after the end of the 

tenancy

To use in fulfilling terms of 
agency contract Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 
utilities, contractors, deposit 

scheme, relevant person

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To use on tenancy agreement 
and other tenancy related 

documents
Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 
utilities, contractors, deposit 

scheme, relevant person

Paper / electronic / 
software system

6 years after the end of the 
tenancy

To pursue rental arrears Contract fulfilment
Staff, tenants, financial 

guarantors, solicitor, court 
services

Paper / electronic During and 6 years after the 
end of the tenancy



If legal action is needed Legal work Solicitor, court services Paper / electronic 6 years after the end of the 
tenancy

To comply with Cardiff City 
Council notices

Legal obligation, 
contract fulfilment

Cardiff City Council, Rent Smart 
Wales, shared regulatory services Paper / electronic 6 years after the end of the 

tenancy

Requests or Rent Smart Wales 
requirements

Legal obligation, 
contract fulfilment

Cardiff City Council, Rent Smart 
Wales, shared regulatory services Paper / electronic After 6 years 

To provide details to contractor Contract fulfilment Staff, contractors Paper / electronic After 12 months 

To offer extra services Consent Staff, HMRC, service provider, 
insurance company, contractotrs Paper / electronic 2 months after services are 

not persued

Safety certificates To complete safety documents Legal obligation Contractors, staff, tenants, local 
authority Paper / electronic After 5 years

Landlord bank details Staff
In office, landlord 

management agreement, 
landlords forms, email

To use on agency contract Contract fulfilment Staff Paper / electronic Durring and 6 years after 
termination of contract

Add to property management 
software Contract fulfilment Staff, software provider Software system 3 months after termination 

of agency contract

Payment of rent Contract fulfilment Staff, bank Paper / electronic After 6 years of date of 
transaction

To use in fulfilling terms of 
agency contract Contract fulfilment Staff Paper / electronic / 

software system
After 6 years of date of 

transaction

Landlord identification Staff Photocopy of original, face to 
face Identification, verification Contract fulfilment Staff Paper / electronic / 

software system

During and 6 years after 
termination of agency 

contract

Add to property management 
software Contract fulfilment Staff, software provider Paper / electronic / 

software system

During and 6 years after 
termination of agency 

contract

HMRC requirements, money 
laundering checks Legal obligation Staff, HMRC Paper / electronic / 

software system

During and 6 years after 
termination of agency 

contract
Landlord payment 

history Staff Recorded from bank 
payments, invoices

Add to property management 
software Contract fulfilment Staff, software provider Software system After 6 years of date of 

transaction

Payment of rent Contract fulfilment Staff, bank Paper / electronic After 6 years of date of 
transaction

To use in fulfilling terms of 
agency contract Contract fulfilment Staff Paper / electronic / 

software system
After 6 years of date of 

transaction

HMRC Legal obligation Staff, HMRC Paper / electronic / 
software system

After 6 years of date of 
transaction



Landlord 
communications Staff

Paper documents, electronic 
communications , emails, 

over the phone face to face, 
Website form submissions , 
forms completed, and other 

communications 

To use on agency contract Contract fulfilment Staff, local authority & utilities, 
contractors Paper / electronic During and 6 years after 

termination of contract

Add to property management 
software Contract fulfilment Staff, contractors, software 

provider Software system During and 6 years after 
termination of contract

To be able to contact landlord 
e.g. property management Contract fulfilment Staff, contractors, tenants Software system During and 6 years after 

termination of contract

To use in fulfilling terms of 
agency contract Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 

utilities, contractors

Paper / electronic / 
software system

During and 6 years after 
termination of contract

To use on tenancy agreement 
and other tenancy related 

documents
Contract fulfilment

Staff, tenants, financial 
guarantors, local authority & 
utilities, contractors, deposit 

scheme, relevant person

Paper / electronic / 
software system

During and 6 years after 
termination of contract

If legal action is needed Legal work Solicitor, court services Paper / electronic During and 6 years after 
termination of contract

Services Contract fulfilment Council tax & utility providers Council tax & utility 
providers

During and 6 years after 
termination of contract

Record keeping Contract 
fulfilment/Legal work Staff and relevant parties Paper / electronic / 

software system
During and 6 years after 
termination of contract
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